
In its continuous efforts to provide the highest quality student experience, 
Bryant & Stratton College is giving students access to a new tool for  
accessing email.

Each student has been given an email account through Microsoft Office 365. 
This cloud-based email system offers our students some distinct and 
impressive advantages. First, you will be able to access your email through 
Blackboard Learn or virtually. In addition to the email service, your student 
account grants you FREE access to the following Microsoft Office products for 
as long as you have an active email account with Bryant & Stratton College.

  MICROSOFT OFFICE 365 USER GUIDE.

YOU HAVE ACCESS TO ALL THESE PROGRAMS!

Word Online OutlookExcel  
Online

OneNote 
Online

PowerPoint 
Online

OneDrive

Note: As long as you have an active email account with Bryant & Stratton College,  
you will have FREE access to Microsoft Office products.
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  ACCESSING YOUR EMAIL
There are several ways to gain access to your email account.

 ACCESSING EMAIL VIA BLACKBOARD LEARN LOGIN

1. Log in to your myBSC account by visiting 
mybsc.bryantstratton.edu and clicking 
the orange Login button.

Or, you may visit the site directly  
by clicking here.

2. Once you’ve logged in to myBSC with your 
username and password, click the Email 
tab located in the upper right-hand corner 
of the screen. 

3. After you’ve clicked the email tab, you will  
be directed to the following page. Click the 
hyperlinked text to be redirected to your 
new email.

4. You will be taken to the login page for 
Microsoft Office 365.

5. When you sign in to the service, you will 
need to re-enter your Bryant & Stratton 
College email address and password, 
and click Sign in. Images on the right side 
of the page illustrate steps one through 
five.

Bookstore

http://mybsc.bryantstratton.edu
https://mybsc.bryantstratton.edu/webapps/bb-auth-provider-cas-BBLEARN/execute/casLogin?cmd=login&authProviderId=_6_1&redirectUrl=https%3A%2F%2Fmybsc.bryantstratton.edu
https://login.microsoftonline.com/common/oauth2/authorize?client_id=00000002-0000-0ff1-ce00-000000000000&redirect_uri=https%3a%2f%2foutlook.office365.com%2fowa%2f&resource=00000002-0000-0ff1-ce00-000000000000&response_mode=form_post&response_type=code+id_token&scope=openid&msafed=0&client-request-id=876410ea-645b-4ab1-9277-beafa9e01c5b&protectedtoken=true&domain_hint=bryantstrattoncollege.onmicrosoft.com&nonce=637025302175774494.14d5b639-7c61-4259-81f0-9ef200a78daf&state=DctbCsMgEEBRbXZT0IzPicsxRkshccAMlO4-fpz7d6UQYplek4QZgdEh2ODAGgyI3ievjT_CHl1SWKJR3oakNtNApdosQMbtyE3O973SL6_7-OfON4_MTL3QedZP1dSvbxl0U2Nd6HoA
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 ACCESSING EMAIL VIA BLACKBOARD LEARN LOGIN
(CONTINUED) 

6. You will have several options on this screen. 
Be sure to read the information 
carefully and follow the on-screen 
instructions.

As part of your email package, you now have access to Microsoft Word, Excel, PowerPoint, Outlook, 
OneNote, and OneDrive. 

These are the programs Bryant & Stratton College students use most frequently in their courses, 
so this is an opportunity for students to use these tools in a cloud-based environment.

You may download each product on a desktop computer or laptop up to five times.

Note: Students in certain programs may need to purchase additional Microsoft products based on program 
requirements (for example, students in the VOIM program will need to purchase Microsoft Access separately).  
If you have any questions about which programs may require additional software, please contact your  
Academic Advisor.

7. When you are ready to read your email, 
simply click on the Mail icon in the Office 
Online tool kit and you will be taken to your 
cloud-based email. Images on the right 
side of the page illustrate steps six and 
seven. 
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 ADDING OFFICE 365 TO iOS DEVICES (NATIVE CLIENT).

To access your Microsoft Office 365 email using the built-in email feature in your iOS device, please 
follow these steps.

Note: If you had your email account installed on your mobile device prior to the switch to Office 365, you must 
delete the old account before following the instructions below.

1. Tap Settings then Mail, Contacts, 
Calendars, Accounts, Add Account, Email.

2. On the Add Account page, tap Exchange. 

3. Enter your full email address (for example: 
jsmith@bryantstratton.edu) and password, 
and tap Next. 

4. Enter the following information on this screen: 
Server: outlook.office365.com. 
Username: your email address. 
 
Select Next. Images on the right side of  
the page illustrate steps one through four. 

mailto:jsmith@bryantstratton.edu
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 ADDING OFFICE 365 TO IOS DEVICES (NATIVE CLIENT).
(CONTINUED)

5. On this screen you will see a list of options 
you can enable on your device. By default, 
all options are enabled, but you can choose 
which options you would like to activate on  
your device.

Select the options you would like to enable  
and tap Save. Image on the right side of  
the page illustrates step five.
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  ADDING OFFICE 365 TO iOS DEVICES (USING OUTLOOK).

To install Office 365 on your iOS device, please follow these steps.

Note: Outlook for iOS requires iOS 8.0 or higher. 

1. Download and install the Outlook for iOS 
app from the App Store (you can skip  
this step if you already have it installed).

2. Once you have installed the app, open it 
and tap Settings then Add Account.

3.  Select Office 365.

4. Enter your full email address (for example: 
jsmith@bryantstratton.edu) and password, 
and tap Sign in. 

Note: If you previously used Exchange to set up 
your account, you may receive a message about 
security upgrades. Follow the prompts and sign 
in again.

Images on the right side of the page illustrate 
steps one and two.
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 ADDING OFFICE 365 TO iOS DEVICES (USING OUTLOOK)
(CONTINUED)

5. Select Yes to let the app access your info  
to begin syncing your information.

6. Once the app is open, tap one of the 
available icons to view your calendar,  
files, or contacts. Image on the right 
side of the page illustrates step six.
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  ADDING OFFICE 365 TO ANDROID DEVICES (NATIVE CLIENT).

To access your email using the built-in email feature available on your Android device, please follow 
these steps.

1. Tap Settings then Account, Add account, 
Email.

Note: This application may be named “Mail” on  
some versions of Android.

2. Enter your full email address (for example: 
jsmith@bryantstratton.edu) and password, 
and tap Next. 

3. Select the Exchange option.

4. You may receive a message about 
additional security features. If a  
message appears, tap OK. Images on the 
right side of the page illustrate steps 
one and four.
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ADDING OFFICE 365 TO ANDROID DEVICES (NATIVE CLIENT)
(CONTINUED) 

5. The system will need to verify your  
server settings. Once this is complete,  
the Account Options page will open.

6. You may select the defaulted options  
or make modifications as you choose.  
Once you have made your choices,  
tap Next.

7. On the Set Up Email page, you may change 
the name of your mail account. When you 
are finished, tap Done.
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  ADDING OFFICE 365 TO ANDROID DEVICES (USING OUTLOOK)

To install Office 365 on your Android device, please follow these steps.

Note: Outlook for Android requires a device running  
Android 4.0 or later.

1. Download and install the Outlook for 
Android app from the Google Play store. 
(You can skip this step if you already have  
it installed.)

2. Once you have the app installed on your 
device, tap the Navigation control located 
at the bottom of your device, or tap More 
then Settings, Add Account.

3. Tap Office 365.

4. Enter your full email address (for example: 
jsmith@bryantstratton.edu) and password, 
and tap Sign in.

Note: If you previously used Exchange for your 
email, you may receive a message about security 
upgrades. Follow the prompts and sign in with 
your full email address and password. Images on 
the right side of the page illustrate steps one 
and three.
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 ADDING OFFICE 365 TO ANDROID DEVICES (USING OUTLOOK)
(CONTINUED)

5. To view your calendar, files, or contacts 
within the app, tap More.

6. To learn more about using Outlook for 
Android, tap the navigation control,  
or tap Menu then Help. Image on the 
right side of the page highlights the 
“more” button within the app.


